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What  is  a good  manager?  Are  there  certain  essential  principles  and  practices 
that  good  managers  observe^  or  is  the  all-important  element  the  personal  qual- 
ities— of  .judgment^  foresight,  leadersliip,  and  energy — -of  the  manager  as  an 
individual? 

Anyone  who  works  with  a group  of  outstanding  managers  will  find  that  there 
are  a number  of  common  practices  which  they  tend  to  followo  For  example, 
they  know  the  programs,  they  plan  ahead,  they  see  that  their  employees  are 
assigned  definite  responsibilities  and  understand  their  jobs,  they  follow 
up  to  make  sure  that  things  are  done,  they  have  a keen  interest  in  manage- 
ment* At  the  same  time,  they  will  differ  in  many  particulars  in  the  way  in 
which  they  run  their  offices o In  all  of  them,  the  personal  element  will  be 
a factor  of  major  importance  * 

How  can  we  bring  about  improvement  in  management? 

In  seeking  to  improve  management,  the  best  guide  is  the  practices  which  good 
managers  tend  to  follow*  The  Management  Guides  attempt  to  summarize  many  of 
these  practices.  In  vievf  of  the  fact  that  a considerable  numbjr  of  county 
office  managers  and  State  Office  personnel  participated  in  the  development 
of  the  Guides,  it  is  believed  that  they  contain  many  ideas  which  can  be  of 
practical  help  in  the  task  of  managing  ASC  county  offices. 

Certainly,  however,  little  if  any  improvement  will  come  from  merely  handing 
county  office  managers  a copy  of  the  Management  Guides,  As  old  Isaac  Walton 
said  of  another  art,  it  is  hardly  possible  ”to  make  a man— that  is  none — to 
be  an  angler  by  a book”.  Nor  will  much  imprcve^nt  necessarily  result  from 
telling  a manager  how  he  should  run  his  office.  He  may,  in  fact,  even  resent 
‘.what  he  is  told  as  implying  criticism  of  his  present  performance,  and  there- 
fore fail  to  apply  it,  no  matter  how  sound  it  maj  be. 

The  use  of  discussion  meetings 

Considerable  experience  has  accumulated  in  recent  years,  in  both  government 
and  business,  which  suggest  that  the  most  effective  way  for  us  to  approach 
the  improvement  of  county  office  management  is  for  the  fieldman  and  a small 
group  of  managers  to  discuss,  over  a period  of  time,  the  problems  which  man- 
agers face,  their  observations  as  to  what  practices  help  them  solve  these 
problems,  and  how  they  can  do  a better  job.  The  Management  Guides  can  give 
them  ideas,  drawn  from  the  experience  of  many  county  managers  and  others,  but 
they  are  still  essentially  guides  for  discussion.  There  may  be  better  ways 
of  doing  things  than  are  suggested  in  the  Guides  and  any  particular  idea  con- 
tained in  them  may  not  be  workable  in  certain  specific  situations. 

The  reason  that  a discussion  approach  is  suggested  is  that  the  basic  objec- 
tive is  to  get  county  office  managers  to  observe  good  management  practices. 
Sometimes  this  means  changing  habits  of  action,  -It  is  not  enough  for  a man- 
ager to  know  about  a certain  practice!  he  must  be  willing  to  use  it.  In  order 
to  reach  this  conviction,  the  manager  must  himself  think  actively  about  how 
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he  can  do  a better  jobo  As  is  suggested  in  the  introduction  to  the  Guides, 
he  should  participate  in  discussion  of  the  p2X)blems  of  management  of  ASC 
county  offices,  exchange  ideas  with  his  fellow  managers  and  the  fieldman, 
tum  them  over  in  his  mind,  test  them  against  his  own  experience  as  a man- 
ager, and,  to  the  fullest  extent  possible,  develop  out  of  his  own  tliinking 
the  practices  which  will  enable  him  to  do  a good  job, 

Vrtien  this  is  done,  new  practices  are  not  something  the  manager  is  told  he 
must  do  but  instead  are  something  he  himself  believes  are  worth  doing. 

The  responsibility  of  the  fieldman 

If  we  are  to  make  good  progress,  the  fieldman  must  give  personal  attention  to 
the  improvement  of  county  office  management,  not  for  a few  days  or  even  a 
few  months,  but  continuously.  It  must  be  a recognized,  definite  part  of  his 
daily  job.  He  is  responsible  for  developing  good  managers  in  his  area. 

There  must  also  be  individual  follow-up  by  the  fieldman.  As  he  visits  each 
office  after  a discussion  meeting,  he  should  review  with  the  county  office 
manager  the  subject  discussed  at  the  meeting.  They  should  consider  jointly 
the  application  of  the  subject  to  the  operations  of  that  particular  office 
and  work  out  cooperatively  any  changes  in  management  practices  which  may 
be  needed, 

A number  of  suggestions  for  holding  profitable  discussions  of  county  of- 
fice management  are  outlined  on  the  following  pages.  These  suggestions 
are  drawn  from  "wide  experience  in  conducting  successful  discussion  meet- 
ings, The  main  thing  to  remember  is  that  it  is  not  hard  to  conduct  good 
discussion  meetings  if  a few  essential  points  are  kept  in  mind.  If  they 
are  disregarded,  hovrever,  the  meetings  aie  likely  to  be  unsuccessful  or 
not  as  valuable  as  they  should  be.  The  suggestions  are  not  intended  as 
hard  and  fast  rules,  and  it  will  be  profitable  for  the  fieldmen  to  evalu- 
ate them  from  time  to  time  in  the  light  of  their  own  experience  in  conduct- 
ing discussion  meetings. 
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SUGGESTIONS  FOR  CONDTJCTING  DISCUSSION  MEETINGS 
ON  COUNTY  OFFICE  MANAGEMT 


WHAT  TO  KNOVf  OR  DO 
(Si^QIpg) 


WHAT  IS  INVOLVED 
( Items ) 


1*  Objectives;  a®  To  enable  county  office  managers 5 under  the 

leadership  of  t he  f ieldman^  to  discuss  prob- 
lems they  face  in  managing  ASC  county  offices o 


be  To  stimulate  the  group  to  think  about  prac- 
1 tices  that  make  for  efficient  operationo 

f 

Co  To  encourage  the  group  to  test  these  prac- 
tices, including  those  suggested  in  the 
Management  Guides,  in  the  light  of  their  om 
experience© 


2e 


Arrange  discussion 
meetings  o 


a«  Try  to  have  about  one  meeting  a month© 

(1)  Meetings  spread  over  a period  of  time 
are  more  effective  than  concentrated 
! sessions  for  a short  period© 

I bo  At  each  meeting  after  the  first,  agree  on 
^ a definite  date  for  the  next  meeting© 

■ Co  The  ideal  situation  is  to  have  about  six  or 
seven  managers  at  the  meetings© 

(1)  If  the  group  is  large,  some  of  the  man- 
agers vrill  take  little  part  in  the  dis- 
cussiono  This  mil,  to  that  extent, 

I defeat  the  purpose  of  the  meeting » 

(2)  A large  meeting  is  harder  to  run©  It 

; is  more  likely  to  get  off  the  subject 

I or  be  distracted  by  private  discussions o 

i 

I do  Limit  discussion  of  management  to  not  over 
\ two  or  three  hours,  with  a short  break  in 

I the  middle o The  remainder  of  the  day  can 

1 be  used  to  discuss  program  or  other  matters® 
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SUGGESTIONS  FOR  COJDUCTING  DISCUSSION  MEETINGS 


3» 


ho 

So 


\yHAT  TO  WON  OR  DO 


(Steps ) 


Check  the  meeting  place,;  a. 


i 

f 

t 

i 


h 

Encourage  an  informal 5 ! a® 

relaxed  atmosphere  <>  | 


Point  out  at  the  a, 

beginnings  I 


be 


IVHAT  IS  INVOLVED 
( Items ) 


See  that  the  meeting  place  is  in  order  Twith 
respect  to  lighting^,  ventilation,  seating, 
ash  trays,  and  so  one 

(1)  Poor  ventilation,  by  making  the  group 
drowsy  or  restless,  sometimes  is  the 
cause  of  an  unsuccessful  meeting o 

If  possible,  have  a table,  comfortable  chairs, 
and  a blackboard o 

Don’t  arrange  the  chairs  like  a schoolroom, 
that  is,  all  facing  the  leader.  The  best 
plan  is  to  sit  around  a table  with  the  leader 
at  the  heado 

Have  everything  needed  on  hand  so  that  you 
will  not  have  to  interrupt  the  meeting  to  go 
look  for  something o 


This  will  help  stimulate  good  discussiono 


That  these  are  discussion  meetings  and  that 
you  want  the  group  to  say  what  they  think o 

That  differences  of  opinion  are  expected  and 
welcome,  (A  good  hot  discussion  will  stimu- 
late thought  and  action,) 


Co  That  everyone  should  take  part, 

do  That  it  will  be  helpful  if  private  conver««a- 
tions  can  be  avoided  as  they  would  interfere 
with  profitable  discussiono 


6,  At  the  first  meetings 


a.  See  that  everyone  knows  each  other.  If  the 
group  is  small,  it  may  be  a good  plan  to  have 
each  one  take  a minute  or  two  to  tell  about 
his  office  and  its  work. 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


TOT  TO  KNOW  OR  DO 
(Steps) 

6o  At  the  first  meetings 
(Conto) 


7o  Plan  each  meeting 
after  the  first* 


Tf/HAT  IS  INVOLVED 
( Items ) 


bo  Explain  the  purpose  and  character  of  the  meet- 
ings o Explain  what  the  Management  Guides  deal 
■with  and  'the  pur^jose  they  are  intended  to  serve,, 

Co  Then  begin  by  asking  the  managers  "what  are  the 
principal  management  problems  which  they  face* 
What  does  a man,^fc,3r  need  to  think  about  in 
order  to  do  a good  job? 

(1)  These  questions  are  almost  certain  to 
arouse  keen  interest  and  get  the  mee-t- 
ings  off  to  a good  starts  provided  the 
fieldman  limits  his  participation  to 
asking  questions o 

do  List  the  problems  on  the  blackboard  as  they 
are  brought  upo 

So  Ifj,  after  discussion^,  any  of  the  sections  in 
the  Management  Guides  have  not  been  listed, 
ask  if  these  should  be  added* 

f o Ask  what  problem  the  group  would  like  to  take 
up  at  the  next  meeting o 

go  Suggest  that  they  read,  the  applicable  sec- 
tion of  the  Management  Guides  before  the  next 
meeting  » 


a*  The  most  common  cause  of  failure  of  discus- 
sion meetings  is  lack  of  preparation  by  the 
leader o 

(1)  An  experienced  discussion  leader  plans 
carefullyo  An  inexperienced  leader  is 
apt  to  think  he  can  get  by  with  extem- 
poraneous inspiration^  but  he  can’t* 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


WHAT  TO  KNOW  OR  DO 


T/HAT  IS  INVOLVED 


( Steps ) 


( Items ) 


7. 


8o 


plan  each  meeting  ' b, 

after  the  first.  (Cent*) 


Prepare  half  a dozen  or  more  thought-provok- 
ing questions  on  the  subject  to  be  taken  up 
at  the  meeting o A sample  set  of  such  ques- 
tions is  attached  to  these  suggestions® 

(1)  The  first  question  should  bes 

7/hat  problem  or  aspect  of  this  subject 
causes  you  the  most  difficulty?  This 
is  a good  interest  getter® 

(2)  A good  follow-up  question  is: 

TVhat  other  problems  cause  difficulty? 

Before  the  meeting  reviev^  carefully  the 
section  of  the  Management  Guides  relating 
to  the  subject  to  be  discussed® 

Have  a plan  in  mind  for  making  the  discus- 
sion fruitful^  but  be  flexible  and  adhpt 
the  plan  to  the  progress  of  the  meeting* 

For  example^  it  may  be  better  to  cover 
thoroughly  a matter  in  which  the  group  is 
interested  than  to  insist  on  pushing  along 
to  cover  all  the  questions  you  have  drawn 
up® 


The  job  of  the  dis-  [a®  To  stimulate  thoughtful  discussion®  This 

cussion  leader:  j can  be  done  through: 

i 

j 

j (1)  Discussion  questions® 

) 

‘ (2)  Follow-up  questions 5 intended  to  stim- 

I ulate  further  thought  or  to  turn  atten- 

i tion  to  another  aspect  of  the  subject 

I under  discussion® 


(a)  Follov^-up  questions  must  be 
phrased  as  the  discussion  pro- 
ceeds and  must  be  carefully  timed* 

(b)  The  discussion  leader  has  to  keep 
on  his  toes  to  throw  in  the  right 
question  at  the  right  point  of  the 
discussion® 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


lYHAT  TO  KNOW  OR  DO 
(Steps) 

6»  The  job  of  the  dis- 
cussion leaders  (Conto)| 

s 

1 

i 

I 

I 

5 


VmT  IS  INVOLVED 
( Items ) 


(c)  Again  and  again  the  best  follow-up 
question  is  ’’TJhy?” 

(d)  Don^t  ask  leading  questions o 

To  see  that  the  di.scussion  does  not  wander 
aimlessly^,  but  moves  along  to  some  meaningful 
conclusion  so  that  the  group  feels  that  it  is 
making  progress « 

(1)  If  the  group  reaches  a common  conclusion— 
for  example D as  to  the  best  way  to  handle 
a certain  problem— the  members  are  more 
likely  than  they  "vrould  otherwise  be  to 
improve  their  methods  of  dealing  with 
that  problem o 


(2)  This  does  not  meai  that  the  group  must 
agree  on  any  given  matter o On  the  con- 
trary^  difference  of  opinion  is  stimulat- 
ingj  helps  to  bring  out  important  con- 
siderations and  new  ideas j and  makes  for 
sounder  conclusions o 

Co  The  leader’s  job  is  not  to  give  a talk  to  the 
group  or  t ry  to  sell  his  own  ideas  o 

(1)  This  would  tend  to  kill  the  interest  of 
the  group  and  defeat  the  purpose  of  the 
meeting® 


One  of  the  hardest  but  most  necessary  things 
to  learn  in  leading  d1s<^ussions  is  to  restrain 
your  own  impulse  to  talkc  That  is  w]:y  persons 
with  experience  as  public  speakers  have  a hard 
time  learning  to  lead  discussions  successfullyo 


Let  the  group  do  the 
talking  » 


bo  Aim  at  talking  not  over  15  to  20  percent  of 
the  timeo 

Co  If  you  say  something  every  time  a member  of 
the  group  speaks p you  are  talking  more  than 
twice  as  much  as  you  should o 
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SUGGESTIOMS  FOR  CONDUCTING  DISCUSSION  IjEETINGS 


VmAT  TO  KNOT  OR  DO 
(Steps ) 

9 » Let  the  group  do  the 
talking.  (Cont.) 


WHAT  IS  INVOLVED 


( 

\ 


f 


( Items ) 


d.  Restrict  your  remarks  tos 

(1)  A brief  introduction  of  about  two  (not 
ten)  minutes^  indicating  the  scope  of  the 
subject  under  discussiono 

(2)  Feeding  in  questions  to  help  stimulate 
and  move  the  discussion  along. 

(a)  State  a question  clearly  and  then 
stop  talking.  Wait  for  someone  to 
comment o TEe  group  may  need  a min- 
ute to  think. 


10.  Guide  the  dis- 
cus ion. 


(3)  Summarizing  the  discussion  from  time  to 
I time. 

I e.  Encourage  cross  discussion  among  the  group 
I members.  Don't  require  that  each  member 
I address  his  remarks  to  you. 

I fo  Since  you  must  limit  your  speech^  tiy  to 
make  every  word  co'ont. 


I a.  See  that  it  stays  on  the  subject. 

(1)  If  someone  gets  off  the  subject^  you  can 
say  something  likes  “That  is  certainly 
{ worth  thinking  about  and  perhaps  we  can 

[ get  into  it  a little  later^,  but  let’s 

I stick  with  the  problem  we  started  to  dis« 

cuss  o” 


(2)  If  someone  mkes  a remark  that  seems  off 
the  subject^  try  to  see  if  it  does  have 
some  bearing  on  the  point  under  discus- 
sion. The  speaker  may  not  have  made  clear 
the  connection  he  has  in  mind. 

(3)  If  a point  is  brought  up  premature ly^  you 
can  say^  "I*m  going  to  make  a note  of 
that.  Let's  reserve  it  for  a little  lat- 
er, when  we  reach  that  subject." 


b.  If  someone  makes  an  impractical  suggestion, 
turn  it  back  to  the  group,  rather  than  trying 
to  refute  it.  Say  "What  do  the  rest  of  you 
think  of  the  idea?" 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


TOT  TO  KNOW  OR  DO 
( Steps ) 

TOT  IS  INVOLVED 
( Items ) 

10.  Guide  the  discus- 

Co  Summarize  occasionally,  perhaps  two  or  three 

sion.  (Cont.) 

times  in  an  hour© 

; 

(1)  Sum  up  briefly  "the  sense  of  the  meeting 

that  is  g the  thinking  of  the  g roup  on  the 
matters  under  discussion  and  the  main  con- 
clusions reached^  or  points  on  which  the 
group  is  in  general  agreement o 

(2)  If  there  has  been  disagreement,  sum  up 
the  points  made  on  botii  sides# 


11.  Enccurage  partici- 
pation • 


a.  Encourage  all  to  take  part  in  the  discussion, 


(1)  Try  to  ^t  members  who  are  untalkative 
to  take  part.  Sometimes  you  can  get 
other  members  of  the  group  to  help  draw 
such  a person  out©  It  is  important  that 
all  participate. 

(2)  However,  be  careful  about  calling  on 
anyone  directHyo  To  do  so  may  tend  to 
kill  discussion  and  may  cause  some  re- 
sentment if  the  person  called  on  isn't 
ready  to  comment© 

(3)  Don't  go  around  the  table  asking  each 
in  turn  to  comment©  This  also  tends  to 
kill  discussion© 

b.  Draw  on  tlie  experience  of  each  member  of  the 
group© 

Co  In  fairness  to  the  other  members  of  the  group, 
see  that  no  one  dominates  or  monopolizes  the 
discussion© 

do  Don't  permit  pritate  conversation,  as  it  is 
impossible  f or  the  group  to  proceed  effec- 
tively while  such  conversations  are  going  on. 

e.  Try  to  have  all  members  of  the  group  feel 
a responsibility  for  the  conduct  of  the 
group  and  the  success  of  the  discussion© 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


V/HAT  TO  KNC^T  OR  DO 
(Steps) 

12,  Don't  take  sides. 


13 « Base  discussion  on 
experience , 


™T  IS  IN^/OLVED 
( Items ) 


a.  Your  job  is  to  stimulate  discussion,  not  to 
decide  who  is  right, 

j b.  It  is  important  not  to  let  the  group  know 
i whether  you  think  that  what  anyone  says  is 
[ right  or  wrong, 

i 

[ (1)  If  you  take  sides,  discussion  will  be 

[ restrained  and  much  of  the  value  of  the 

! meeting  will  be  lost, 

I 

I (2)  Yfatch  your  expression  and  tone  of  voice — 
I a look  or  tone  of  doubt  or  raised  eye- 

• brows  may  give  you  away  without  your 

f realizing  it,  ' 

i 

I Ce  Guard  against  taking  sides  unconsciously, 
for  example,  by  ruling  that  an  idea  you 
! don't  agree  with  is  off  the  subject. 


la.  To  the  extent  possible,  get  the  group  to 
base  their  discussion  on  actual  experience 
rather  than  merely  on  opinion, 

j b.  Sometimes  it  may  be  possible  to  ask  one  or 

! two  members  of  the  group  to  tr^’-  out  an  idea — 

i for  example,  the  use  of  a follov/-up  file  or 

j improvement  of  office  layout — and  report  the 
results  to  the  group  at  the  next  meeting, 

c.  Encourage  members  of  the  group  to  discuss 
; management  matters  with  businessmen  or 

' others.  It  might  be  worth  v^l-iile  cc:.Gic/Aa.!.i.ly 
to  invite  sorr^one,  such  as  a banker  or  a 
' local  manager  of  some  national  business  or- 
ganization, to  discuss  a common  management 
j problem  with  the  group, 

I d.  Encourage  each  iisembcr  to  read  at  least  one 
I book  on  management.  A good  book  usually 
j reflects  the  experience  of  many  people. 

The  group  might  like  to  buy  a book, such  as 
Supervision  in  Business  and  Industry  by 

Loken  and  Strong,  and  circulate  it  among 

the  members , 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


™t  to  know  or  do 

YfflAT  IS  INVOLVED 

( Steps ) 

( Items ) 

Hi©  Use  the  Management 

a©  The  Management  Guides  reflect  the  experience 

Guides  © 

of  many  county  office  managers  and  others© 

b©  Probably  the  best  plan  is  to  conduct  the  dis- 

cuss ion  for  the  first  half  of  the  period  with- 
out referring  to  the  Management  Guides  o In 
other  viTords,  let  the  group  bring  out  the  prob- 
lems and  their  own  ideas  as  to  how  to  handle 
them© 


j c©  Then  go  through  the  ^plicable  section  of  the 
I Management  Guides  and  let  the  group  discuss 
i any  points  not  already  covered  and  whether 
or  not  they  are  sound  or  applicable  to  the 
offices  represented© 


15©  Use  the  blackboard© 


a©  A blackboard  can  be  very  helpful  for  listing 
the  principal  points  brought  out^  advantages 
and  disadvantages 5 and  so  on© 


b©  Stand  at  the  side  when  writing  so  the  group 
can  see© 


c«  Don*t  face  the  blackboard  when  talking© 

d«  If  a blackboard  is  not  available p a couple  of 
large  sheets  of  wrapping  paper  can  be  fastened 
on  the  wall©  Use  a drawing  pencil  or  crayon© 


16© 


Respect  the  feel- 
ings of  the  members© 


a© 


Don’t  state  a question  in  such  a way  that  it 
is  in  reality  a criticism© 


bo  Don't  make  fun  of  a member  of  tte  group© 


c©  If  a member  makes  a remark  that  is  irrele- 
vant or  of  dubious  wisdom  or  if  you  have  to 
restrain  him  from  monopolizing  the  discus- 
sionp  be  considerate  and  tactful© 

do  Don't  try  to  convert  a member  to  the  point 
of  view  of  the  majori'^o 
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SUGGESTIONS  FOR  CONDUCTING  DISCUSSION  MEETINGS 


16  o 


17  o 


WHAT  TO  KNOW  OR  DO 


(Steps) 

Respect  the  feel- 
ings of  the  members. 
(Conto ) 


e 


Be  -willing  to  learn « 


a 


o 


WHAT  IS  INVOLVED 
(Items ) 


For  a discussion  group  to  achieve  maximum 
success,  every  member  must  feel  that  he  is 
truly  a member  of  the  group,  that  his  contri- 
butions are  wanted,  and  that  nothing  he  says 
■will  be  held  against  him  by  the  fieldman® 


A person  who  feels,  even  somewhat  uncon- 
sciously, that  he  knows  more  than  the  group 
and  that  the  discussion  is  a waste  of  time 
is  bound  to  fail  as  a discussion  leader. 

The  group  will  quickly  sense  any  pretense 
of  superiorityo 


18 o Follow  up. 


ba  The  leader,  to  be  successful,  must  be  will- 
ing to  admit  to  himself  that  he  doesn't 
know  all  the  answers  and  that  he  will  learn 
as  much  at  each  meeting  as  the  other  mem- 
bers of  the  group o 


a.  After  each  meeting,  as  you  visit  -the  county 
offices,  revievf  with  the  office  manager  the 
subject  discussed  at  the  meeting o 


bo  Consider  the  application  of  the  subject  to 
the  operation  of  the  office, 

Co  Work  out  jointly  -with  the  manager  any  changes 
in  management  practices  that  may  be  needed — 
in  other  words,  a plan  for  improvement, 

do  Put  this  plan  in  -writing,  on  one  page  or  less, 

Oo  Try  to  set  a time  -vrfien  action  -will  be  taken 
on  each  change o 
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COUNTY  COMI£[TTEE  MEETINGS 


lo  What  problem  causes  the  most  difficulty  in  connection  Vfith  county 
committee  meetings? 

2o  What  other  problems  cause  difficulty? 

3o  How  can  each  of  these  problems  best  be  dealt  m.th? 

Uo  When  and  how  long  should  meetings  be  held? 

5o  Tifhat  things  particularly  need  to  be  kept  in  mind  in  planning  for 
committee  meetings? 

6o  How  do  you  managers  go  about  getting  ready  for  a committee  meet- 
ing? 

7o  Should  an  agenda  be  mailed  to  the  committee  members  in  advance? 

80  Should  the  manager  go  over  the  agenda  with  the  chairman  in  advance 
of  the  meeting? 

^ o What  should  "the  manager  do  while  the  meeting  is  being  held — that 
is^  what  is  the  best  way  for  him  to  go  about  assisting  the  com- 
mittee? 

10 o Of  the  things  the  manager  can  do  something  aboutj  what  do  you 
think  helps  most  to  insure  a good  committee  meeting? 

llo  What  problems  are  encountered  in  connection  with  minutes?  How 
can  these  problems  best  be  dealt  with? 
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INFORMING  FARMERS  ABOUT  ASC  PROGRAMS 
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1/A  plan  need  not  be  prepared  for  the  first  two  subjects. 


\ 


